IHPHUHATO YTBEPXIAIO

O6umm cobparuem MBJIOY «Jlerckuii can 3asenyrommit MBJIOVY «Jlerckuii car
00111epa3BUBAIOIIETO BHIA No 27 o6mepa33msa}omero Buna Ne 27
«XypaBymxa» 3eJ1eHOI0IBECKOTO «)KypaBymK,j_ RTEN, 3eNeHO0IBCKOTO
MYHUILIAIIAIBHOTO paiiona PecrryGmuku ALUITAITEHOT : aliona  PecnyOnuxu

Tarapcrany

IIporoxon Nel or 13.09.2019r.
IIpencenarens Ofmgero cobpanus
PpabOTHHUKOB A.A. Ky3una

'BVP Caduna
09 2019r.

C OFJIACOBAHO

IIpencenarens o HOTO
KOMUTETA I'.II. Camatopa

Iomo:xenne
0 J0JKHOCTHOH HHCTPYKIMH Pa0OTHHKOB
MYHHIHIAILHOT0 0I0ZKE€THOT0 JONIKOJILHOT0 00Pa30BaTeILHOI0 YU EKICHHS
«Jlerckuii can odmepazpnBaromero suaa No27 «JKypasymxka»
3€J1eH010J1bCKOT0 MYHHIIMIIATBHOTO paiioHa Pecny6muxn TaTaperan»

1.06mue moJio:xeHust

1.1. Hacrosmee ITonosxenne o OMKHOCTHON HHCTPYKIHK paGoTHuKOB (nanee ITonoxerue)
MYHHIMIIATBHOTO OO/DKETHOTO AOIIKOIFHOTO 00pa30BaTeNbHOTO  yupexaeHus «JleTckuii  can
obmepaspusaromero Buma Ne27 «Kypapymka» 3el€HONONBCKOTO MYHHIHIATBHOTO pafiona
PecnyOimkn Tarapcrany» (mamee - VYwupexneHue) paspaGoTaHo B HeIAX PEryTHPOBAHUA
B3aHMOOTHOIIECHHUH MEX Iy paOOTHUKOM U paboTomaTeiem.

1.2. Hacrosmee Ilonoxenne ompenenser OCHOBHBIC TPeGOBaHMS K CTPYKType o
CONIEP)KAaHUIO JIOJDKHOCTHOW HMHCTPYKIMH DabOTHHMKOB YUpPEXIEHHE, a TaKKe K IIPOIeLype
pa3paGOTKH JIOJDKHOCTHBIX MHCTPYKIMI, TTOPSAKY HX NPHHATHSL, YTBEPXKICHUS, BHECEHUS B HHUX
JOTIOJIHEHUY ¥ U3MEHEHHUH.

2. TloHsATHE NOKHOCTHOM HHCTPYKIMH

2.1. JlomxHOcTHas MHCTPYKIMsS paGoTEHKa Yupexnenus (mamee - JIOmxHOCTHAX
MHCTPYKIKS) - OCHOBaHHEIH Ha HOpPMaxX 3aKOHOJATCIBbCTBA O(HMIMATBHBIN NPABOBOM JOKYMEHT,
PETIIAMEHTHUPYIOIIMA OPraHW3alliOHHO-IIPABOBOE IOJIOKEHHE pabOTHHUKA YUpPEXKIECHHS, ero
00513aHHOCTH, TIPaBa, OTBETCTBEHHOCTH, OGECIICYNBAIOIMHA YCIOBUS 1A €ro 3(hHEeKTHBHOM paGoTI
IIPY OCYIIECTBJICHUU MM TPYOBOH NESITENHHOCTH COTIIACHO 3aHHMAaEMOM JOJDKHOCTH.

2.2. JIomXHOCTHAs MHCTPYKIHMS SABISETCS HOPMATHBHBIM JIOKAILHBIM aKTOM YUpexIeHus,
PETYIMPYIOIMM OTHOIICHUS B paMKaX Y4YpeXIEHHS, COAEPKAIIUM 00Imeo0s3areNbHbIe IpaBUia
TIOBEJICHHUS JJI BCEX MM HEKOTOPBIX YYAaCTHHKOB 0Opa30BaTEIbHBIX OTHONICHWH, PACCUATAHHBIM
Ha HEOJHOKPATHOE NPUMECHEHHUE, YTBEP XK ACHHBIM [IpuKka3omM 3aBenyromiero YupexaeHus.

2.3. JIOMKHOCTHAs MHCTPYKIMS COCTABIAETCS IO K&KAOW INTATHOH IOJKHOCTH
Yupex/enus u 06bsaBIseTCa PabOTHHKY TIOJ PACIIHCKY NPU 3aKJIFOYEHHH TPYAOBOTO JOTOBOpA, a
TaKXe IIPU NePEMEIICHUH Ha APYTYIO JOJDKHOCTh U IIPU BPEMEHHOM HCIOJIHEHHH 00S3aHHOCTEH 110
JIOJDKHOCTH.

2.4. JlomKHOCTHAas WHCTPYKIHS pa3pabaThIBaeTCs MCXOAS M3 3amad M (YHKIHL,
BO3JIOXKCHHBIX Ha KOHKDETHOIO pabOTHHMKAa, B COOTBETCTBHM CO IITATHHIM pPACIHCAHUEM,
IIpaBuiaMu BHYTPEHHETO TPYIOBOTO pAcmopsika YdupexieHus, ¢ cobmonenneM Komcturyimu
Poccuiickoit ®enepanuu, Tpymosoro kxozmekca Poccmiickoii ®enepanuu ¥ HHBEIX HOPMATHBHO-
IIPaBOBBIX aKTOB.



2.5: OcHoBo#i  mmd  pa3spabOTKH  JODKHOCTHBIX ~ HMHCTPYKIHH  SIBIISIOTCS
«KBanmnukalyoHHbIE XapAaKTEPUCTUKU JOJDKHOCTEHW paGOTHMKOB 06pa3oBaHMSI» EIMHOrO
KBIM(DHKAIMOHHOTO CIPABOYHHKA JOJDKHOCTEH DYKOBOIHMTENEH, CNENMANHCTOB M CIIy)XAIWX,
yTBepKAeHHOro IlpukasoM MuHHCTEPCTBA 3[paBOOXPAaHEHHMS M  COLMAIBHOTO  Pa3BUTHUS
Poccuiickoit @enepanun ot 26 aBrycra 2010r. No761m.

3. TpeGoBanus, npegbsiBisieMble K CTPYKTYpe H
COJePKAHHIO JO/DKHOCTHOH WHCTPYKIHMH

3.1. JIomXHOCTHas MHCTPYKIHUS COCTOUT U3 CIIEAYIOMIUX Pa3/IeloB:

- JOJDKHOCTHBIE 00S3aHHOCTH;

- paBa;

- OTBETCTBEHHOCTE;

- B3aUMOOTHOMmEHHs. CBSI3H 1O TOKHOCTH.

3.2. B pazznene «OO0mue moa0KEHHsI»:

- yCTaHaBIUBaeTCs cepa AeATETHHOCTH JaHHOTO CIENHAINCTA;

- YCTaHaBIIMBACTCA IOPSANOK €0 HA3HAUCHHS U OCBOOOXKICHHUS OT 3aHMMAEMOM JIOJKHOCTH,

- ONpENENAIOTCS KBanM(UKAMOHHBIE TpeOOBaHMS (TpeGOBaHHs, NPENBABISEMBIE K
00pa3oBaHmIO W CTaXy paGOTHI), IIOMYMHEHHOCT CIIEHHAINCTA H JOJDKHOCTHEIE JIMIA, KOTOPBIMH
OH PYKOBOJIUT;

- TCPEYUCIISIOTCS MPABOBBIE AKThl M HOPMAaTHBHBIE JOKYMEHTHI, KOTOPHIMH JIOJDKEH
PYKOBOICTBOBATHCS CIIEIUATIICT B CBOCH JEATEILHOCTH.

B pasznen Moryr 6bITh BKIIOYEHBI IPYTHE TPEOOBAHHUS ¥ IIOJIOKEHHS, KOHKPETU3UPYIOMIHE 1
YTOYHSIONIME CTAaTYC JOJDKHOCTHOTO JIUIA M YCIIOBHUS €r0 AEATEILHOCTH.

3.4. Paspmen «JlOMKHOCTHBIE OOS3aHHOCTH» COIEPXKMT IIEPEYEHh OCHOBHEIX (DYHKIIHIA
JIOJDKHOCTHOTI'O JIMIA, & TAKXKE YKa3bIBAIOTCS 00S3aHHOCTH IOJKHOCTHOIO JIMIIA, BO3JIAraeéMble Ha
HETO, yKasbiBaeTcs (opMa €ro ydacTHs B YIpPaBICHYECKOM Ipolecce (PyKOBOIMT, YTBEPXKIAET,
00eCIieYnBacT, NOATOTABIMBACT, PACCMATPHBAET, HCIOIHSET, KOHTPOIMPYET, COITIACOBBIBACT,
IIPECTaBISET, KyPUPYET U T.1.).

3.5. Pasmen «IIpaBa» CONEPXHT IlEpedeHb IPaB, HPEIOCTABISEMBIX CHNENHATHCTY IS
BEINIOJIHEHHS BO3JIOKCHHBIX Ha HETO QYHKIMI ¥ 003aHHOCTEN.

3.6. B pasgene «OTBETCTBEHHOCTB» YCTAHABIMBAIOTCS BHABI OTBETCTBEHHOCTH 32
HECBOCBPEMECHHOE M HEKAYECTBEHHOE BBIIIOJHEHHE CHEIHATNCTOM JODKHOCTHBIX 00S3aHHOCTEH 1
HEWCIIOJIF30BaHNUE IPEIOCTABICHHBIX MY IIPaB.

3.7. Pasmen «BzaumooTHomeHHS. CBS3M 1O IOJDKHOCTH» CONEPXHT IIEPEUCHD
JOJDKHOCTHBIX JIMIl, C KOTOPBIMH CIELHAIMCT BCTYNAcT B CIAyXeOHBIE B3aHMOOTHOIICHHS H
obecneunBaeTcs HHGOPMAIMEH, YKa3BIBAIOTCS CPOKH ONYYEHHS U TIPEIOCTABIEHNS MHGOPMALIHH,
ONpeZeNseTCs  MOPSIAOK  IOANKMCAHMS, COIVIACOBAHMS W YTBEPXKIEHHS  JIOKYMEHTOB,
YCTaHaBJIMBAETCs 3aMEIICHHUE TI0 JODKHOCTH BO BPEMS OTCYTCTBHSL.

3.8. O6s3aTenbHBIME pEKBU3NTaMHU J{OJDKHOCTHOM MHCTPYKIMH SIBJITIOTCS

- II0JIHOE HAUMEHOBAHUE Y YPEKICHHUS,

- 3ar0JIOBOK K TEKCTY;

- BU3BI COTJIaCOBaHMS;

- IOJIINCh, TPU() YTBEPKICHHUS.

4. Ilopsimok pa3zpaboTKH, COrJIACOBAHMS, YTBEPKICHASA H
BBeJIEHHUS B A€HCTBHE JO/KHOCTHONH HHCTPYKIHH

4.1. JlomxHOCTHAS MHCTPYKIHMS pa3pabaThiBaeTCs 3aBEAYIOMUM Y UpexXIeHHS JIH0O0 JIUIIOoM,
YIIOTHOMOYCHHbIM 3aBEIyIOIMM Y4YpexaeHus. B ciydae, ecnn J[OJDKHOCTHAsS HHCTPYKIMS
paspabaTeIBaeTCs JIMIOM, YHIOJHOMOYEHHBIM 3aBENYIOIMM YUPEXISHHS, TO OHA MOIIUCHIBAETCS
pa3pabOTYHKOM.

4.2. JIoJXHOCTHAs MHCTPYKIHUS IOCTE pa3pabOTKH mepenaeTcs B MPO(COIO3HBI KOMUTET
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IIEPBUYHON MPO(COIO3HON OPTaHM3aIMH, MPEICTABIIONINA HHTEPECH! GOBIIMHCTBA PAOOTHHKOB
Yupexnenus (manee - mpodcorosHbii KoMmuteT). [IpodCOrO3HBI KOMHTET B CPOK HE IIO3/HEE
necaT pabouux JHEH co MHS monydeHus J{0DKHOCTHOM MHCTPYKIMH OCYIIECTBIIAET COTNIACOBAHME
JlomxHOCTHOH HMHCTpykuuu. B ciydae, eciu mpoQCOIO3HBINA KOMHTET HE COIVIACEH C TEKCTOM
JIOJDKHOCTHOM HMHCTPYKIIMM JMOO BHOCHT MPEMTIOKEHHS [0 €ro COBEPIICHCTBOBAHMIO, TO
3aBE/yIOIEMY YUPEXICHH HAIpPaBIsI€TCs MOTUBHPOBAHHOE MHEHHE. 3aBeayomuil YupexaeHus
MOJKET COITIACHTHCS C HUM 00 00513aH B TEUEHHE IIATH JHEH IOCIe MOIYyYeHUS MOTUBHPOBAHHOTO
MHEHHS IPOBECTH JONOJIHUTENIBHbIE KOHCYIbTAallMd C TMPOGCOIO3HEIM KOMHTETOM B ILEJIIX
JOCTHDKEHHMS] B3aUMOIPUEMIIEMOTO pemeHus. [Ipy He OCTHXKEHMM COIVIaCHs BO3HMKIINE
pasHoracus OQOPMISIOTCS IPOTOKOJIOM, IIOCTE HEro 3aBEeAYIOIIMM YUpeXIEeHHS HMEET HpaBo
YTBEPAUTH J[ODKHOCTHYIO HHCTPYKIIHIO.

S. YT1Bep:xkaenue J{0/oKHOCTHONH HHCTPYKIHH

5.1. 3aBenyrommii YapexaeHus yTBepxkaaeT J[ODKHOCTHYIO MHCTPYKLHUIO IIyTEM H3AaHUS
cooTBeTcTBYyIOmEro [Ipukasa.

5.2. B Ilpuxase B 0053aTeIbHOM MOPSIIKE YKA3bIBAIOTCH:

- narta BBeZeHUs JI0DKHOCTHOM MHCTPYKIIUHY B IEHCTBHE;

- yKasanue 00 O3HAKOMJICHHH PabOTHHKOB C JIOIDKHOCTHOM WHCTPYKIHMEW W CPOKH I
3TOTrO;

- bamMuIMK ¥ TOIHKHOCTH JIHI, OTBETCTBEHHBIX 3a cobmonenue JI0KHOCTHON HHCTPYKIIAH;

- UHBIE yCJIOBHS.

5.3. YTBepxaennsle JIOMKHOCTHBIE HHCTPYKIHUM IOJIEXKAT 00S3aTeIbHOM PETHCTPAlH B
COOTBETCTBHHM C TpeOOBaHHAMH IEIONPOM3BOACTBA B YUPEXKACHHH C IPHCBOCHHEM MM
MOPSAKOBOTO HOMEDA.

6. Ozpaxom/enne paGoTHHKOB ¢ JI0/DKHOCTHOM MHCTPYKIMEH

6.1. Osnakomnenue paboTHHKa VYupexnaeHus ¢ JIODKHOCTHOM HHCTpyKIMed B
0053aTeNbHOM TIOPSAKE OCYIIECTBISIETCS IPH IOCTYIUICHMM Ha paboTy B YUpexIeHHH.
OsnakomieHHe OCYIIECTBIAET 3aBeAylomuit Yupexnenus. Ilocie O3HAKOMIEHHS pPaGOTHHK
IpOCTaBisieT Ha JOJDKHOCTHOM MHCTPYKIMH O3HAKOMHTENBHYIO BH3Yy «C HMHCTPYKIHeH
O3HAKOMJIEH», 1aTa, TOAIHKCE.

6.2. Osmakomnenwe paboTHHKa VYupexaeHus ¢ JIODKHOCTHOM HHCTpyKIHeH B
00s3aTeNBEHOM TIOPSJKE OCYIIECTBIACTCS IIPH IIepeBoje paGOTHHKA HA APYTYIO JOJDKHOCTD HIIH
BDEMEHHOM II€peBOZie Ha Jpyryio paboTy. OC3HakoMJICHHE OCYIIECTBIAET 3aBeMyIONmuit
Yupexzenns. Ilocne o3HakomiIeHHs pabOTHHK IPOCTaBIfeT Ha JIOIDKHOCTHOM MHCTPYKIHH
O3HAKOMHTEJIBHYIO BU3Y «C HHCTPYKIIHEH 03HAKOMJIEH Y, aTa, IIOIIHCh.

6.3. TpeOoBaHus, ycTaHOBIEHHbIC B JIODKHOCTHOM HHCTPYKIMH, JEHCTBHTEIBHBI C TOTO
MOMEHTA, KOTZla pabOTHHK OBLT C HEl 03HAKOMIIEH.

6.4. B ciy4ae ecnn paGoTHHK YUpeXkIEHHs OTKA3BIBAETCS PACIIHCATHCS B O3HAKOMIIEHHH
HIIH TIOJTy4eHUH J[0JDKHOCTHOM MHCTPYKIINY, JaHHBIH OTKa3 (GUKCHPYETCS IIyTeM COCTABICHUS aKTa
B IPHCYTCTBHM HE3aWHTEPECOBAHHBIX CBHAeETeNeH. B akte Takke ¢ukcupyercs daxr
03HAKOMJICHAs. pabOTHHKA ~ ¢ conepxaHumeM J[OIDKHOCTHON HHCTPYKUMH B HHOM (opme
(JloroKHOCTHAS MHCTPYKIHUS 3a4MTHIBACTCS BCIYX 3aBEAYIONIAM Y UPEKICHNS).

6.5. Jlnst Texyme#t paboTHI ¢ IOTHHHAKA JOJDKHOCTHOM HHCTPYKIMH CHAMAIOT 3aBEPEHHYIO
KOIIHIO, KOTOPYIO BBIIAIOT PAOOTHHKY YUpEeXICHUS, paboTaromeMy B JaHHOH JOKHOCTH.

7. Buecenne uamMeHeHHil B [0/2KHOCTHYI0 HHCTPYKIHIO

7.1. Brecenue u3MeHeHH B JIOMDKHOCTHYIO MHCTPYKIMIO OCYLIECTBIAETCS B CIETYIOLINX
chaydasx:
7.1.1. B CBA3M C H3MEHEHHMEM OOS3aTENBHBIX YCIOBHM TPYZOBOIO IOTOBOpA. YKa3aHHAs
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mpolieypa IPOBOJUTCS B COOTBETCTBHM ¢ TpeOoBaHMsMH TpynoBoro kogekca P® (pabortnuk
IOKeH OBITH HE IIO3[HEe, YeM 3a 2 Mecsla A0 IPeanojaracMoro HM3MEHEHHs IHCbMEHHO
yBenomieH. [locne momydenust pabOTHUKOM COTJIAIIEHHS Ha IIPOJIOJDKEHME TPYIOBBIX OTHOIICHHUH,
BHOCSTCs] N3MCHEHNS B JIOIDKHOCTHYIO HWHCTPYKIIHIO);

7.1.2. Tpu H3MEHEHMH OPraHW3allMOHHBIX YCJIOBMI Tpyna, 0e3 H3MEHEHHs prz[maoﬁ
dysxnun paboTHHUKA.

7.2. 3asenyiommii YUpexICHHS WIM JHMLO, YIOJHOMOYEHHOE ¥M, COCTaBJIACT
JIOIDKHOCTHYIO MHCTPYKIIMIO B HOBOH PENAKIIMH, KOTOpas COIJIACOBBIBAETCS W YTBEPXKIAeTCs B
COOTBETCTBHH C TPeOOBaHMSMH, YCTAHOBICHHBIMH pasfienaMH 4 M 5 Hacrosmero Ilonoxenwus.
Osnakomienre paboTHuKa ¢ JIOIDKHOCTHOM HMHCTPYKIHMEH OCYNIECTBIISETCS B COOTBETCTBUM C
TpeOoBaHMSIMH, YCTAaHOBJICHHBIME Pa3/iesioM 6HacTosIEro [1oI0KeHus.

8. XpaHenue q0KHOCTHBIX HHCTPYKIHMH

8.1. JIOISXHOCTHBIE MHCTPYKIIMH XPAHATCS B COOTBETCTBUH C IIPAaBHJIaMHM, YCTaHOBIEHHEIMU
IlepeuseM THIOBBIX YIPABICHYECKAX apXHBHBIX JOKYMEHTOB, 00pa3ylomuXcs B IIPOLECCE
JAeSTeNbHOCTH I'OCYNapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIPAaBIICHHA M OpraHM3allui,
yreepxaenasM [Ipruka3om MunkyasTypsl Poccnu ot 25.08.2010 Ne 558.

JIOIDKHOCTHBIE HMHCTPYKIIMHA PaOOTHHKOB YUpEXICHHUS IOMIEXAT IIOCTOSHHOMY
XPaHEHHUIO B YUPEXICHAN B TEUEHHE TPEX JIET IOCTIE MX 3aMEHEI HOBBIMH.



